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lbnporary empl-oyees holding appointnents in erccees of six monthsr
duration rrrllL be gi.ven uaofficlal ratings at the end of the fiftt)
monttr of serrrice. &rpJ-oyees holding appointments of less thqr ejx
monttrs rriLl not be rated unl-ess the errp3-oye6a are involved i.n a re-
duction in force.

IFFICIENCY ITATING CO}NMITIM

lbe Personnel Director w'iIl- appoint an efficiency ratine connrittee, usualIy
three or five in nurnber, one menber of rvhich shal 1 be a member of the staff
of the Personnel Section. fnsofax as possible, appointnents will be
rotated so that at no tfune vri1-l there be a completely nem cormri.ttee.

ltre Efflciency Rating Corurittee is responsible for ttre fo3-!-owing:

To plaa artd generalJ.y superv'ise the rating program, to issue instruc-
tlons, hoLd traiqing rneetings vrittr rating and.reuierning officials, and
establish rudforrn stendards of perforrnance w:lthin tbe organ5.zatl_on.

To serrre as the centra] ard authoritative source of information on
questlons relating to the rating procedure.

To review reports of efficiency ratings and make certain ttrat reason-
ably rmiform standards of performance and rating have been fo11owed, or,
if not foI1owcd, have been adequately e4plained.

To hear requests by eqpl-oyees for reconsideration of ratings.

fl{E F-A.TTNG OFT'ICIAL

t- )

(b
the rating official is the person who is i:nmediately responsible for the
w91!-of the erployee (first person in authority who has superrrisory respon_sibilities), vlno either rtaily 6vspsBes, rerievrs and checlcs the worl< oftbat employee or vrho is best acquainted lrith his daily perfornance dru-ingthe period of time for nhi-ch the rating is ma.d.e.

rn case_an employee is r_egu1arIy working un<ler rnore than one rating official,tle-lating officials shal-1 confer aad a:crive at an efficiency rating wtr_ich
shalJ- represent their joj-nt evaluation urder their joint sigiatr:res asrating officiaLs.

Adnlnistrative unofficial- ratings uhich may have been nade on eroployees
{uring the I'saf,' wi1l be referred to the rating officiaL by the personnel
section, for consideration in preparing the reguJ-ar efficieney ratings.
8re_generar responsibility of the rating offieiar is to nake the initiaLevaluation ?f !!"- employeers performance. fte success of the program de_pends upon irritial evaluatloni that are honeJt and unuiased, 

-rri. 
alike tothe Agency ard the employee. r?re rating officiaL is to foliovr the specificinstrrrcti-ons i.:: the Rating Offici-a1rs Cuide, Civil Se::t-i""lo,*i".ion

For:n, I.tro. 3823A,.
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IIIE REI':TITI-ING OIFICTAL

the review'ing official is the superv'isor highest 1n 1i.ne of authority
above the rating official who has persona-1 lnowIedge of ttre general per-
formance of the enployee beilg rated and of the starrdards of performence
of the unit in uhich the enployee is assigned as conpared rith standards
ln other units.

lhe general responsibility pf the reuievring official- is to rerrielr or to
revise ratings after eonferring vr-ith ra,ting officials and ary inter-
rnediate superrrisors. He should be thorougtfir farnilj-ar rith the inst:rrc-
tions in the Ratrng Officialrs Guide, as it is his responsibility to
make certain tirat proper and uniform starrclards have been applied by aIL
the rating offi-ciaIs uader hi-s jurisdiction. He sbould avail himsLlf of
a.Ll the advice a:rd guidarce he can obtain frorn his interrnediate super-
visors, and may lind it desirable to have ratings routed to hin.through
the lntermediate superrisors. Specific instructions and suggestions
applicable to revie'w-ing officials are as fol_] ows:

fn order that rating officials may have a more uniforu conception of
the rating standards and procedur.e, it is suggested that the review-
ing officials discuss these ma+,ters nrith them before the ra+,ings are
nade, to clarify any questions lrhich nay arise.

after receirring all conipleted forr:rs from the rating officials, the
reviev'ing official should exarnine the ratings by giade and cIiss.
!{arkiles made by rating officia,ls may be questi-oned for any reason,
includi-ng the follorring:

1. Disagreenent rrith the rating offi-cial as to the elements that arepertinent to the positions and to be ratetL, or as to elenents
that are especially important and to be r:nderlined.

2" Based upon a personal knoxledge of a particular empl-oyeers perform-
ance, di-sa8reement ','i-th the evaluation maci.e, either because of tlre
evali:,ation itself, or because consistent nerformance requirementsfor the type and level of nork lrere not applied

3- Disagreenent *ith the adjective rating assigned by the ratingofficial because the rating standard has noi been foIlou.ed vithout
satisfactorS' explanation for derriating therefrom, or because ttreplus and minus merks have not been correctl;r and-quaAitatively
eva.luated in deternr-ining whether the rninus lnarks liave been over-
conpensated by plus rnarks.

lllhenever there are disagreements, the differences should be d.iscussedrith the rati,g official srd "rith the interrnediate supervisors, a.nd.every possible effort made to arrive a.u a rating satiifactory io arr.rf an agreernent vr-ith the rating officiar- 
"*"oi"u"l"."r.uir-tn" ""-uiering official should record. his changes on the forra in red inkn'ithout crossing out or erasi-ng the narfs of the initia:_ raier.

Tlhen the rerriew of .th".rati-ngs i-s corrpleted., the rerrier"rir€ official_should enter the adjective rating in ite space provided fIr hlm, signthe report and enter his title ad dat" in the ipr""s after trre wonrs
b/t+ /l+7
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Itreviewed bytt, ard transnit the reports to the Personnel Section.

BoIXI 0F REUtEf

hrblic Law B8O of Nov@lber 26, ].9l$ (?6th congress) auttrorlzed the estab-
Lishnent of a Board or'Boards of Review in each depar'funent and independent
agency of ttre ledera!. Government, to pass upon efficiency ratlngs given
enployees di:ri,ng the preceding rating year on nrhich formal appeal.s for rer
view have been subrrltted.

Lierabers of the Board and their aLternates must be enpl-oyees of the execu-
tive branch of tl:e Federal Coverrment. Ihe Office of tlre A&ninistrator
Board of Beviflr is composed of three rnenbers, ldth one alternate for each
principa-L nember, to serve in his absence. Ore member and an alternate
are designated by the Adn-lnistrator; another member and an alternate are
electecl by the em'rloyees rrhose efficiency rati-ngs are under ttre Boardrs
juris&iction, at an election to be held betl'reen April 1 and July 1 of each
yea.r; and a chairman and an alternate designated by the Civil Senrice
Conmission. 1'6e terns of these rnembers e:rpire on'Jwre lO subsequent to
their appointment or electi-on, except that menbers ni-l1 continue to serve
unti1 their successors are apnointed or elected.

APFEAIS OI EF!'TCruI.TCY RAIT]TGS

Dnplol,gss lrho feel adjustments shoul-C be nade in their efficiencl. rati-ngs
are encouraged first to contact their rating and reiriewing officials for
a discussion of the ratings in question before subnitting appeals to the
Eoarci. of Review. (An eroployee may also discuss his rating rrith a nember
of the Ifficiency Rating Com:ittee. )

If after discussing the rating vrith the rating and revie.ring official_s
the enployee stil1 wishes to appcal his case, he is required to subni-t h_is
appeal in the fo:rn of a lrrj-tten statement, il duplicate, addressed to the
l,lational Housing Agency, Cffice of ttre Adrninistrator Board of Rerriew on
Efficienc;' Ratings, tl.S. Civil Servi.ce Com'r1ssi-on, rifashington, D. C.
-Fpneal.s nust l--e received by the Chairrn:r.n of the Eoard not later than 90
days after the er:ployee receives official noti_ce of the rating, udess
there i-s satisfactory ev-idence that circrmrstances beyond the eroployeers
control prevented filing of the appeal vithln the specified ti_rne, or the
necessa^rf inforna.tion was not available within the 90-day period.

The state-r,rent rrust include the enployeers name, nailing addrcss, classifi-
cation grade fur which ratec, da.te notified of efficiency rating, effici_ency
r1-ting appealecl frorn, efficiency rating er,pected, period covered by the
efficienc;' ratin6, organizati-on unit in rhich the rating r"ras assigned., and.
a full explanation cf the reasons rvh.r the employgs believes the r;tina
shoul-C be adjristed.

:].I.]lJlfJ IOPJII 61. REPORT OF EryICIE}ICY RATTNG

Sl,alclarcl lorr:r $1, i"eport o.f ifficiency R21tin3, rriIl he usecl t<
for-r'i:rce or enpr6;.ee!. he Ferso,nel section ,rir-I insert "" ;:"::j:".:;l- aicll,riiln5 thc itcricd covered bi- .,hc ratiug, na;ae of enryrlo;ree, serr;.ice and. \

t+/+/t+7
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grade, pJ-ace of assignnent, and type of ra.ting, l:efore .Jistributi-ng the
forns 'Lo '+.he rating officials.

Ifter completlon of the forrcs by 'che ratj-ng and roviel'l-ing of.ilciaIs,
they are returned to 'bire Persomel Sec.l;ion.

iioTlir1ri;ar EI.ILCXIIIS 0i lLr.TIllGg

Upon approvaf of the offic.Lal- ratin3s b;- the lffici-enc1- ?ating Cournittee
and rrithin tl',ro roonths after tire close of il:e regr:l-ar rating perlod
(tidrty cia.ys in the ca.se of probational or specirJ r;.trn;s), each eip
ployec shal1 be notificC of iris final adjective rating on Standard
Porm 68.

NESPOI'{SIBILTTY OI OflIICE DIRj:CTOI]S

It will fe the resoonsi-bility of office ancl clirision hearLs to see 'tirat
administra'uive unofficial r.atin5s ar: s:biultted to the Personnel_ Sesl-;en
l,then reqr.regtecl. It r,iiIl be their oa"r. l-,icrl-ai respons jbil-it;, to sec ttrot
suoervisors 'rho arc leavir:g the Agency puepar.e, nrior to +,he.i r last
lrorking ciay, effi-cLency ra-tings fo:l all enl1o1'ees ,,*ro:r ihcJr su-tervi_se.

illhen transr,r-itting the conplel,ec regular ratings, the office ar-rd d.ivision
heads shouid iraye prepa.red a iist, i:l r1up1icn.te, sircr.ri_ng the name, tit1e,
grade, sa1a.ry, ancl efficiency rating of eacl-:. eir,tlo;;ec re,tcci, :.iiii-ch 1,ril1 

-

aceonpary'lrhe ratings. A co1ry of thi-s list r,;-i11 be retr:rned to the
origi-nating office after ratings irave becn revie'vred anc 4nrc'rcd'oy'"ireEfficiency F"ating Cot::rni-ttee, alrd an;' ad.just:nents mad.e in rati-ngs by the
Corqnittee uil1 be no';ed thereon.

RnsPOllsII(ItITIllS 0r PmS01,lt1Tj1, sltcTroll

rt shall be thc resoons.r-bil-ity of thc Fersonner section to obta:in aclmin-
istrative u:rof:ficiaL cfficiency ratinf,s as required. ltrotices u-il]. be
scr-rt bo office aitl division jleails "'rhcn tcn-mcnt]r proi:ational ratinss,
and five-nonth rati.ngs for terrporary emoloyees, are d.ue.

The Ferso.nel secLion ''ril-I eLso 1,-c responsjrrle for ret*rn',-ng to the
originating office a copy of Nhc sl,,'xrlary list of erployees ind ratings
rcceived vltir the corn'oleted ratlng fofirs, rritir arly changes noted thereon,alter the lfficienc;' P,3ti_ng Corrrit'bee has conpletLC its rcvie.,,r and
apploval of ratlngs.

@;EffiOT6/
V LI.IX 0F TIn ]irilcii]lCl !,ATI:]G SIS?l.i

Properly adrd-nis''cered perlodic evaJ-ui:tions of lnriiviclual perfomrance rrilj.
serse as an inporta.nt aclmi-nistraiive ;uide in increasing the efficiency
of enployeesr pe:'.fornances and ilmroving superv-i sory prictices. Inproier- assigrments lrl:icir becone apparen'b fron sucl'r pcr.t-oii.it Lvelua-tions .'riit Ln-

) :i]ff;:}:ii:llitiYi*:.lfuxiiffit.i*":::Hii"x,"-##ii'li'""""
t*/41-7
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CHAPTER 2O-2OL

CORRESPONDENCE CONTROL
PROCEDI'RS

PURPOSE

To proride an effective reference and control record on important inconing
correspondence, the Offiee of the Adrniaistrator rrill continue the use of
the correspondence control Forsr NHA 27-1. This chapter explains the
proper use of this form, by means of which it is possible to determine
quickly whether a particular letter has been received and its imnediate
location.

$
FfrI,;o--2-:o'2io-:.- -1

FORM NHA 27-I

AIL inconing letter nail is opened by the Mailroom unless marked rrPer-
sonal-rr or rrOonfidentialtr. Each cormuni-cation is tine sta.nped and routed
to the appropriate office for handling.

The more inportant conmunications, incJ-uding all nail fron Congressmen,
Congressional comrnittees, cabinet officers, other Federal agencies,
mayors, governors, and other public officials and organizations, are
recorded on the *ulti--carbon fo:m NHA 27-1.

Fonn NtlA 2f-1, consisting of at least I copies, is attached to the in-
coming conrnunication. The inforrntion on the foru showe from whom the
letter is recei{ed, date of the communicati"on, date received, name of
the person to whon referred from the Mailroom for handling, and a brief
sumlrtary of the content.

INTMOFFICE REFMRAIS

@
When a letter r'rhich has a forrn NI{A 27-1 attached is referred fr-om one
office to another, a notation should be rade in the nexb trReferredtl
space, of the name of the individual to wirom routed and below it the
date of referral. One copy of the form should be detached and sent to
the Mailroom that the record there w'i1l at all tines reflect the current
location of the item. The referring office may retain one copy of the
control form for record purposes. One copy of the control form rmst
renain attached to the incoming corununj-cation until it reaches Central
Files for pernanent filing.

NO REPLY REQU]RED

If a communication requires no answer, the rtNo Replyrr space at the
botton of the form NHA 27-1 should be checked, si-gned by the indj-rridual
Bking such determination, and the letter with form attached referred
to Central Files.

4/4/t+7
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Any incouring corrnunication which is referred to Central File
nent filing should have fj-Iing authority noted in the upper

s for perma-

corner, with the date ard name of the individual nho authorizes fili-

MWoT-Sa
CORRESPONDENCE RNTA]NED BY OPMATING UNITS

Occasionally it may be necessary for an office to retain an inconing
communicatLon, for instance, if the communication relates to a matter
which is under discussion and which should be irnmediately available
until it is finElly di.sposed of. In such instances a copy of for:m
NHA 27-1 shouLd be noted accordingly and forwarded to the Mailroon that
the control record roay be corrected.

PRETI}trNARY ACI(NOIiLEDG}I}NTS

In the event a letter cannot be fuI1y ansr+ered and a prelininary acknow-
ledgnent is sent out, to be followed later by a full repIy, the office
handling the correspondence will prefer to retain the file until the
letter is finally answered. In such cases a copy of fonn NllA 27-1 should
be noted rrincom-i.ng retained pending final replytr and attached to the
outgoing prelinlnary acknowledgmont, that the Mailroon may not: its
control record accorrilngly.

4/4/47
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cHAPTm 2*203

PREPAR.ATION OF DOCUIIENIS FOB
APPROVAT OR SIGNAfi'RE

BY THE PRBSJDB{T

PURPOSE

This chapter sets forth the proper Eanner of preparing docunents for
approval or signaturt by the President, in accordance with the procedure
established by the llhite House.

RTAUIRM{BIIS OF TI{E I{I{IIE HOUSE

The 1,',h1te House advises tnattrit is the Presidentrs intention to retain
ln the Vrlhite House files the origirab of all cornmunications addressed to
hlrn by the several Departments and Agencios of the Goverrynent on mattere
roquiring his approval or aignaturetr.

lll such commrrnicatione orl-ginating rithin the office of the i.l,rrinistra-
tor must therefore be sulrnitted in duplrcate, that a copy may be returned
tor our files after action has been indj.cated thereon by the Fresj.dent.

DOCUIIEI'ITS DELTVM,ED PM.9ONATIJ

The Vlhlte House requosts that tlln ceses where papers aro brought ln pen-
ronally by Departmental heads ed ale cigned or approved by the Presldcnt,
the orlglnal shoul-d be left wlth the Execut'lve Clerkrr.

t+/t+ /t+7

t



rEf, EIIIfDEOOT
$ eo-zotr-:

r

CHAPTEB 2f-?ol+

MAIL TO OTIIER COVERNMENT AGENCIES
LOCATED IN WASHINGTO]'I, D. C.

U.S. OFFICIAL T{AIL AND MESSENGEN SERVICE

The Unlted States Official- UaiJ- ard Mossenger Service provides for
meeaenger deliver'5r of official roail between Governrnent agencies located
ln Washiaglon, D.C., to facilitate operatlons and save Post Office
Depertnent bardllng. Local dellveries are accomplished roore quickly
through ttrls senrice than through regular nail channels.

Collections and deliveries of official rnessenger mail are made by the
United States Official ]i{aiI and Messenger Servlce at the Office of the
Adnirrj.strator mailroom, on lhe sarc echedule as regular Post 0ffice
mail collections.

PREPARATION A}O DISPATCH OT'ffi
?o take edvantage of the speedler service ard to save uureceseary
penalty rnail coste, all Offlce of the Adninistrator oaiL for other
Goverruasnt agencies located ln Yfashington shall be transmj-lted by
ttrle ressenger servlce.

Envelopes shovrlng the retrrrn address of the OJfice of the Adoi-niatrator,
ulthout ths penalty indicla, ahaLl be used for messenger dellvery mail.
Ihe ma:lllng address should be shoxn on the face of the envelope as
usual, and in addition, in the lorer left hand corner, the following:
RUN- STOP-.

The naiilroon wilL be responsible for segregati,ng nrail ad.dressed to otirer
government agencies in lfashington, and inserting the correct delivery
route wrd stop number.s.

0ffic- L messenger nail wiil be picked up by the Office of the A&dnistrr
tor messengers on their regular rounds.

RESCINDING CLAUSE

thie chapter sr.peraedee 0perating Ingtmctlon No. Z7-tO.
4/L/n
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CHAPTER 2O-2LO

REPONTI}G LOIIG DISTANCE CALLS

PI,IRPOSE

Thls chapter establishes the procedrrre for naintenance of reports ard
certj-flcation of necessity for long distance cal.ls, to facilitate
processi.ng and paynent of telephone biIls.

?

a

RECOND RMUIruD

Each offjce q. division shalI maintain a record of all paid outgoing and
collect inconrirg long ilistaree ca11s, to i:rclude the date of the caIL,
name of the perion naking an outgoing call c,r accepting a collect incoft-
ing cal1, person cal-Ied or caller on incocr-i-rig calls, place cal1ed or
origln of ca]l if incoruing, ti-rne consumed, and charges if avai-lab1e.

'l{hen placing an outgoi:rg call or accepti.ng an iriconing collect ca}I, the
operator should be requested to frrrnish tttiare arrd cirargesrr at f'he con-
cl-usion of the call. Operators wi.ll furnish tine in all cases, and
charges rrnless calls are placed ovef direc+. u.nes in vrhich case charges
are not available.

Becords should be rnaintained by periods to coinclde with the bilJ-ing
periods. CaIIs placed thrcnrgh the irationaJr Ilousing Agency $itchboard
(Executive 4150) are bilIed from the l6ttr through the 15th; those placed
thrcugh the Bepul,Iic ?500 board are billed froil lhe 6th through the 5th.
Offices located in the Social Security iluildingr ?e,iipo E, and 3C1 In-
dependerre Avenue should naintain lhejr records for the i;.+r"lad froi( ihe
6th through the 5th of each month.

REPCA,TING ]NSTRUCT IONS

At ttre end of the biAling period (tire 5ttr or the -r-5th), eacb office or
division v*111 cornplete forn i,lHA 25-15 (Rev. 4- \-47), have it signed by
the iread of ttp office or tkre di-visj-on s'abmilting t}re::eport, and tr"ans-
nit it to ttre Flnance Section. In the absence of the office or division
head., the certification should be signed by tfe person designaied to act
in his stead dwing his absence.

PER^SONAL LONG

DISTANCE CAI,IS

Office telephones should not be us,rd for personal long distance cal.l-s ex-
cept in case of energency" Public telephone booths should be used for
personal toII calls or, lf the employee has a residence phone, the oper-
ator should be inslructed tc ciarge the cal-l to the }tome t,elcphone.

where the placing of a paid call cr the acceptance of aII inconing collecl
;;;;;";r ";ii 

or"" 
"r, 

oifi"" telephone is unavoidabte, +-he emp1.o;.,'39 m,.rs1

i+A /47
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ascertaln fro the operator the exact ooet of the call, lncludtng tax.
Coruplete lnforsatLon about ttre sa'Il aust be furnished to the person
respone$le for malntenarpe of ttre )-ong dlstance record that it rcey be
properly noted on the offlce reporl.

A check or money order in paynent of ttrc ca:II, payable to t,The Troaeurer
of tir United Statesrt, rnust be suhnjtted to the person preparing the
report prlor to the reporting date as irrlicated above, that the reruittaace
naSr be tranemltted with the report to the Firrance Section.

EESCII'IDIIIG CLAUSE

This chapter supersedes Operating Instruction No. 25-14

4/t+/t 7
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t CHAPTER 2O.2l-].

USE OF IONG DISTANCE
TELEPHONE FACIIJTIES

PUNPOSE

rn the lnterests of econony, the use of long distance telephone ca11s
uust be restrlcted to important official business which cannot be Lrandred
satisfactorily by other means of cormnrnicatj.on. This chapter forunalizes
existing restrictions on the use of long distance facilities, ard the
guides to be observed by members of the staff in making long distance
calls.

OFflICIAIS AUTHORIZED TO MAKE

@
The folloring members of the staff are authorized to place outgoing paid
caIls or to accept incorLing collect ca11s: dssistant Adninistrators,
assistants to the Adninistrator, Office Directors, and Division Directors.
Other members of the staff who may fird it necessary to use,long distance
facilities must first obt.ain the approval_ of the appropriat,e office head
who has authority to use long distance facilities.

CERTIFICATION OF NECESSITY FOR CALIS

fhe head of the office or division is required to certify to the neces-
slty for all to1I calfs for his unit, on the Report of Long Distance
Ca11s, form NtlA 25-15 R.ev. l+-l+-l+7, which is subrdtted rnonthly (see
chapter 2o-2):o). such cerLification shalI serve as notice titaL any calrs
included on the report, which were nrade by employees other thait those
authorized to use long dj.stance facilities, were approved beforehard.

ugE 0r IoNG pISTANCE FACrL

To the greatest extent possible, mair and teregraphic facilities should
be utillzed in transacting official business in order to reduce conuuuni-
catlons costs. Where a call appears necessary, it is the resporrsibility
of.the official naking the call to assemble all pertinent data lhat the
call nay be completed quickty. Every effort should be nade to refrain
from engaging in lengthy discussions during long distance ca1}s..

Before placing any ca}1, Lhe staff member should establi.sh lo his or+n
satisfaction that the matter is sufficj.ently urgent to justify the call,
or cannot be handl-ed to best advantage by another means of communication.
In aII events the call nust be made as brief as possible.

t+/t7 /t+7
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CHAPTER 20-280

PRINTING AND DUPIJC.qTING
REQUISITIONING PROCEDUBE

M.6mrffi
PURPOSE

This chapter establishes a procedure for requisitioning a1l types of
printed and duplicated work.

REQU] SI TIONING INSTRUC TI ONS

A11 requests for prj.nted or duplicated work must be subnitted on
Form NILA, 26-9 "i,equisition for Printing and Duplicatingfr. This form
is to be completed in quintuplicate, of which tne last copy (salnon)
nay be retained by the requisitioning offiee for reference purposes.
(On rr"r" releases, summaries and ciiqest,s oi' Congressional and Executj,ve
action, and Personnel Bulletins, one requisition may be subrnitted on the
first of eaeh month to cover issuances for that month.)

In order that the duplicating shop to which a job is refered for repro-
duction will be in a position to complete the work satisfactorily and
w'ith a mini-mum of delay, il is imporLant that each item of instructi ons
on the form which is applicable to the particular job be properly filled
in. lncomplete requj-sitions will be returned for correction and wiIL
result in delays in having r,rork finished.

For n-imeograpL work, stencils are to be prepared by the requisitioning
office. For nrultilith work, finished copy should be subrnitted with the
requisition except on special types of work for whi ch copl' cannot satis-
factorily be prepared on a typewriter. (See Sec.20-l20 concerning
requisitions for new or revised forns. )

APPROVAL REQUIRED

A1I requisitions for duplicating and printing must be signed by the
office or dirision head, and are subject to review and approval by the
AdrLinistrati.ve Operations Division.

The original and three copies of lhe requisrtion, together with the
naterial to be reproduced, should be routed io the Administrative
Operations Dirision, which w:ilI obtain any other cLearanees whieh may
be necessary, and will make arangements for reproduction on approved
requisitions. Rejeeted requisitions will be returned to the originating
office with an explanation as to the basis for rejection, or a request
for addi.tional information.

TION FOR

For aII inforrnationatr materials lt is required that a justification of
need for and explanation of the use of the material, including proposed
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extent of distribution, be noted on the requisition. This should
appear either under item 19 or on the reverse under item 38.

Under a Bureau of the Budget interpretation, infornational nraterials
include virtually all materials duplicated with the exceptlon of forms,
blanks, letterheads and envelopes, directives, rules and regulatione,
lega)- interpretations, and the llke. Consequently the bulk of rnaterlale
duplicated for the Office of the Adrninistrator would be classified as
either public or internal informational materials.

FURNISHING COPIES OF DUPLICATdD WOBK

To comply nith Bureau of the Budget requirements concerning reporting
on inforrnational naterials and submission of copies thereof, it is
necessary that three copies of each job classed as informational be
furnished the Adrainistrative Operations Dirrision. It is suggested that
under item 2I, inslructions be included for delivery of three copies
direct from the duplicating shop.

RESCINDING CLAUSE

This chapler replaces Operating Instruction No. 26-34.
t+/4/47
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CHAPTER 2O-3ZO

CONTROL AND STANDARDIZATION
OF ADI{INISTRATIVE FORMS

FORM CONTROL AND STANDARDIZ.4,TION

The Office of the Adninistrator is installing a program to control and
standardize administrative fonns intended for use within the office of
the Adnrinistrator or by organizalional units thereof.

Forrns w'il-I be approved for reproduction and use only r+here need is
clearly eslablished. Offices iriitiating requests for new forrns and per-
sonnel responsi-bre for form contror wirr recognize that the greatest cost
factor of a forrn is in its handting. The cost of reproduction is negli-
gible in proportion.

M:roryM]
RE)UESTING }iTW FOEMS_OR 

FORT"I REWSIONS

Any operating unit should suggest a new form or the revision of an eri-st-
ing forn when it appars ttrat operati-ons may thereby be improved or per-
formed more econonically.

Requests for new forns or forra rerrisions shaIl be,subnitted on Foru
NHA 25-6, Revised, ItRequisiti-on for Printing and Duplicatingrt. The re-
quisition should be accompanied by a rough sketeh of the proposed form
and the reverse cf the requisition shoul_d be completed, explaining andjustifying the request.

Enrployees'responsible for actual use of forms are urged to subrdt reques.Ls
or recommendations for changes which would increase the value of the forms
for record purposes, simplify use, or facili,tate operati-ons.

RESPONSIBILITY OF THE
auncar. oncffi_sigrleN

Requisitions will be forwarded lo the Budget, organization and Finance
section of the Adrninislrative Operations Division, which shalr be respon-
sible for the form control and standardization program.

The Section will deterrnine the essenti-aliti' of the form after an analysis
of its effect on procedure, the benefits to be derived from its use, and
the possibility of securing or establishing desired information frorn
other sources or by other means. after determination that adoption of
the forrn is desirable, it shalr be the resnonsibility of the section to
supervise the design of the forrn so that it wilL. most adequatery serve the
intended purpose, obNain necessary clearances from the operating units
concerned, assi-gn the form number, and comprele arrangements for having
the forrn reproduced or printed. The Section will also approve aI1 re-
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quests for re-runs of forzns, ehecking with operating units for possible
improvements before orderj-ng.

CENTEALIZED STOCK]NG AND DISTRIBUTION

The Budget, Organization and Finance Section w'il1 ascerLain initial dis-
tribution and stocking requirements for forms. The Office Serrrices
Section will handle distribution.

Forurs stocks wi11 be maintained by the Office Services Section in an
0A Stockroom, and requisitions for forms supplies wlII be fiIled and
recorded therein. Operating units ordering forms from stock should
limit quanlities to approxinetely 90 daysr supply or ninimum quantity
Iots.

The Budget, Organization and Finance Section, in conJunction with the
offices uslng specific fonns, will be responsible for establishing ndni.-
mum inventor;y Ieve1s so planned as to anticipate recurring requlrements
adequately.

Ll+/17
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0HAPTER 20-330

DISTRIBUTION CONTROI^S

PURPOSE

The purpose of this chapter is to establish responsibility for the controL
of distribution of infomational materials, such as technical bulletins,
operating reports, analytical studies, panphlets, periodicals, digests,
and the like, prepared by the Office of the Adnrinistrator, for "A.gency use
and/or public distribution.

MA--B@7
NESTBICTION ON USE OF I"IAILS

The Agency is prohibited by statute from transnttting through the mail
any book, report, periodical, bulletin, panphlet, 1ist, or other artj_cle
or doclxnent, unless a request therefor has been previously receivedl ex-
cept (a) official letter correspondence, including such enclosures as are
Ieasonably related to the subject matter thereof; (b) forms, blanks, and
copies of statutes, ru1es, regulations, instructions, and adrr-inistrative
orders and interpretations necessary in lhe adninistration of the Agency;
(c) such transrrission as may be required b)'Iaw; (0) any document trans-
mitted to inforrn the recipient thereof of the adoption, amendment, or
interpretation. of a stalute, ru1e, regulatj_on, or order to which he is
subject; or (e) the transrnission of any such items to educational insti-
tutions, public libraries, or to Federal, State, or other public author-
ities.

rt shaI1 be the responsibility of the organizationar unit which prepares
material for outside distribulion to observe ihe above statutory restric-
tions.

M-ffit
IN

!uBLLq_EqIRrBUIr0N

The rnfornation service shaI1 be primarily responsibre for deterrnining
the extent and type of dlstribution necessarjr and desirable for informa-
tlonal uuterials developed for general public distribution.

llailing lists for general publie distribution shall be conpiled by the
rnquiries and Reports section in collaboration with the unit which orig-
lnates the materidl, the Information Service, and any members of the
staff who are in a position to nake suggestions which wilr result in the
nost effective distribution of such issuances.

Changes in public distribution lists u:ilt be made only by the Inquiries
and Reports Section, in writing, to the distribution uni_t.

MATERIAIS FOR D]STRIBUTION

Reports, statistical data, analyses, and other data developed j-n eonnec-
t*/t- /trl
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tion wlth operatlons for the use of the staff of the Offlce of the Ad-
ninistrator ard other constituent units, shall- be distrlbuted under the
direction of the division which orlginates the matorial.

SPECIAL M,ATERIAIS

Materials wtrich are developed for the purpose of inviting an interchange
of ideas or technical j-nforrnation, from memberg of t he staff and fron
selected groups, organizations, and indiriduals having a professlonal
j-nterest in the subject, will be distributed under the direction of the
division wirich develops the naterial and is primarily interested in the
subjeet matter.

W
The Office of the Administrator Mailroom uray be called upon to handle
internal Agency distribution of any 0.{ re}eases, and sha1l be responsible
for making such distributions in accordance with lists furnished by the
responsible division. The divisions will notify the Mlilroorn in writing
when any changes in distributj-on Lists are required, and whenever neces-
sary, shall furnish corrected complete lists.

BOUTING OF INQUIRIES
FOR INFOTMATION OR DATA

The above procedure wiII not alter the present arrangement whereby in-
coning inquiries for infor:ration or data are routed by the Mail-roorn
directly to the organizational untt primarily concerned rrith the subJect
natler. General inquiries wtrich cannot be identified with a particular
organizational unit of the Office of the Adrninistrator, or which request
copies of publications, will be referred to the Inquiries and Reports
Section.

RESCINDING CLAUSE

This chapter replaces Operating Inslruction No. 27-11.
4/t+/47
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